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I.	 SEARCHING PROJECTS: 

1. FACILITY WORKBENCH: 

To search for a Project: 

• Locate the CAMIS Building number in the Facility WorkBench. 

Note:	 Highlight & copy CNTRL+C the Building number of your choice, i.e. 
551BSB9004 

2.	 PROJECT WORKBENCH: 

• Go to the Project WorkBench screen, Folder view All Active Projects 
• Click on the Yellow Question Mark or F7 to Query. 
• Paste or CNTRL+V the CAMIS Building number into the Building Field. 

• Click on the Green Traffic Light or F8 to execute this query. 
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PROJECT WORKBENCH: 

Result: The active projects for this Building are listed. 

• Select the Project you are searching for by clicking on it. 
• Click on the View Plan button for more detail about the project, if necessary. 
• Use the bar at the bottom of the Project WorkBench to scroll to the PR Number field. 

Note: The PR Number is your CAMIS Project Number, i.e. J000088049.


If the Project you are looking for is not listed, continue on to create a new project.
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II. CREATING PROJECTS: 

1. PROJECT PLAN: 

To create a Project without having to go through a formal project approval process: 
•	 Go to the Project Plan Screen. 

•	 Tab from the Project Request Number field to AUTO **ASSIGN** the next 
available Project Number. 

•	 Type in the Project Description 
•	 Select the Parent Project, if necessary 
•	 Select the Capital Project, if known or necessary 
•	 Type in the Project Requestor, Telephone number and Alternate Requestor 

information, if necessary 
•	 Tab to the Site field and select the appropriate site. 
•	 Tab to the Building field and select the appropriate building, if applicable. 
•	 Select the appropriate Floor and Room information, if applicable. 
•	 Tab to the Equipment Field and select the appropriate Equipment Record or 

Building System from the Dropdown list or Press F9 for list of values, if applicable. 
•	 Tab to the Type Field and select the appropriate Project Type. 
•	 Tab to the Priority Field and select the appropriate Project Priority. 
•	 Tab to the Status Field and select the appropriate status, i.e. ACTIVE. 
•	 Tab to the Assigned to field and select if necessary. 
•	 Tab to the Project Manager field and select a Project Manager, if applicable. 
•	 Tab to the Due Date field and type in the Due Date, i.e. 11/17/05. 
•	 Click on the Billing Button. 
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2. PROJECT PLAN SCREEN - BILLING:


If you have no particular account to bill this project to: 
• Select No Charge, and click OK 

Note: Unless specifically designated – No Charge will always be used since there is 
no current interface between MMARS and CAMIS. 

Specific accounts can be designated – Ask CAMIS Staff for guidelines. 

• Click on the Phases Button 

3. PROJECT PLAN – PHASE SUMMARY 

• Click on the Add Button to add a phase. 
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4.	 PROJECT PLAN SCREEN - PHASE: 

• Type the phase description 
• Tab to the Status field and select the status, i.e. OPEN 
• Tab to the Start field and type the start date, i.e. 9/17/03 
• Tab to the Due Date field and type the due date, i.e. 11/17/05 
• Tab to the Method field and select the appropriate method, if necessary 
• Tab to the Requested Start Date and type in the appropriate date. 
• Tab to the Requested Completion Date and type in the appropriate date 
• Click in the Permit Required field, if necessary 
• Tab to Phase Type – Default is PLANNED 
• Tab to Crew, Craft, Crew Size and Est Hours – fill in as necessary 
• Tab to Task List – Enter in Tasks as necessary, i.e. Construct New Building. 

Note:	 You can associate any additional detailed information as necessary or 
available by clicking on the Library, Labor, Parts, Tools, or P.O.s Buttons. 
Fill in as necessary. 

To proceed: 

• Click on the Estimate Button 
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5. PROJECT PLAN SCREEN - ESTIMATES: 

•	 Click in the Invoice field and type in the Total Estimated Cost for that Phase, and 
click on the OK Button. 

Result: This brings you back to the Phase Screen. 

•	 Click on the OK Button 
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